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APPLICATION FOR RECORDS RETENTION SCHEDULE Do O T ARCH.VED AHD PISTORY

RECORDS MANAGEMENT DIVISION ‘
INSTRUCTIONS: See Publication No. 76—RM-1 for instructions on completing this form. Forward signed original to
Department of Archives and History, Records Management Division, 330 Capitol Avenue Atlanta, Georgia, 30334,
Attention: Scheduling Section,
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_ FQR AGENCY USE | 1. Agency Address L FOR RECORDS MANAGEMENT USE
[ Application Date Department of Education : Application Number
‘ ‘Planning, Research and Evaluation Div. 75 2_06 e
_A—p_p_li:a?i;h*ﬁﬁmber Education Inf?rmation Unit Date Received Date Completed T
212 State Office Bldg., Atlanta, Ga. JUN 29 19?8 | JuL 12 1978
2. Person to Contact o , f: Working Title T Tele;;;;\-e Number
Dr. Anne Moughon Coordinator 656-2402
3. Action Requested S ]
a8. [ Estabusn Retention Schedule; record will continue to accumulate.
b. O Dispose ot present accumulation; no further accumulation anticipated.
| ¢ 8 Amend Application No. 75-206 . ... Check One: B Change; (O Supercede; [J Void o |
4, Dates of Series 5. Records Series Title (followed by title used in office; if different)
Earliest Latest ,
1970 ) l To date EDUCATION INFOR:MATION CENTER RESOURCE FILES i
6. Division and Office Function. ~~.What is the functiort of the Division and the Office in which this record series is created?

-
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The Planning, Research and Evaluation Division provides management support services
to the State Superintendent of Schools in planning and evaluation activities and research,
program assessment and statistical activities, federally required evaluations, and
assistance in the lialson and development of legislation.
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7. Record Senes Descnptlon : Thls file contains the following documents (mclude form numbers and t;tles if any}
- - Attach samples of the file. - - . :

Documents relatmg to: malntalnlng information and research educational reference materlals
‘within the Education Information Center.
. - - k - .
Included are: artlcles, pamphlets;\and booklets concerning educational topics which are used
for reference by the State Department of Eduacation and other educational agencies.

-File is arranged: numerically by an assigned accession number.

8. Monthly Referance Rate How often are records referred to which are:
One to six months oid 125 __ __: Saven to tweive months old __125 __ : Thirteen to twenty-four monthsold 75 _;
twenty-five months and older__25 7 '

9. Annual Rate of A;:cumulgtmn of Records

Letter-size drawers ;Legalsizedrawers .. . ___:Shelves . : Other (specify)

AR—50-71; Rav.76 (Over)
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N_O_, 10 Questlonnalre (Place an X" in the proper co mlumn) , —

pEpv S S - S RRYT, S ST we s s LR e e w e o i g e

— _ R -
a. Is this the official copy of the series? P

____lf not, where is it?

X b. Does the series contain confidential information requiring security handling? If ves, gite law or regulation.

X ¢, Is this a vital record? ' 7 !
X d. Does this series have historical or long term research value?

e. When one or two documents in the file make it necessary to keep the entire file for a long period, couid these

X . documents be scheduled separately? . :
X | lm&mﬁmmmmmmmmﬁauxesgmmmpm ) ]
N ls the information contained in this series ever qnalyzed and/or recorded ina summarlzed report?
X If ves, attach copy, _ _
h. Is there a duplication of this series in your office, or in another office or agency?
1 X | If ves, where? ]
| —_— l-_@mwmmmmmm@mmm@ _ ]
X | _i._Does the record series result in a comguter printout? T )
1. Ratentlon Requirements The following reguires the series to be kept:
a. State Law .0 years. ~ d. Audit period 0 .years,
b. Statute of limitation 0 years. : e. Administrative need . up to 10 years.
¢. Federal law 0 -—years. f. Federal retention instructions 0 years.
Attach copy or excerpt of laws or reguiations. Explain administrative need.
Reference value becomes negligible after 10 years as new educational techniques
are developed.
12. 7 T

‘01 Hoid in the current files area ——month(s) — . 'rear(s); then

Aporaved Disposition Instructions Thrs agency recommends that “the fi f:le series be cut off at tha end of each: -
' EI' _Calendar Year; [ Fiscal vear; ( Other .See -below _ooooo then,

{0 Transfer to local holding area, hold ___________vyear(s): then

0 Transfer to State Records Center: hold ... __year(s); then
O Destroy.

O Transfer to State Archives for permanent retention,

& Other (Specify) Priority T Files: Cut off at end of calendar year; hold in
current files area 4 years; then transfer to State Records Center; hold 6 years;
then return to current files area for purging and destruction of obsolete
material. Return usable material to Education Information Center Resource Files.

Priority TTI and III Files: Transfer to State Records Center
any time after receipt and priority classification; hold 6 years; then return
to current -files area for purging and destruction of obsolete material. Return
usable material to -active Education Information Center Resource Files.
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These instructions appy_prior and future accumulations of the seriec 2 U\-\-LV 7... 5. 7 3 .
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' AR=B0—71: Rev.76 (Reverse Side)
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Recommendations

. . ‘ <
graph 12 are apprdved. / State Audlgo[/Des:gnea ' r\ L"'" W "7"'//"7{

(If disapproved, attach fetter M
of explanation.) Secreta(rf @e/ﬂes:gnee @ arr @ 4@ - 7 _ 7"' 7 g

igpdture) __Date Records Management Officer (Signature) Date
o, State Records Commlttee {Signature) Date

_A_ttorney General/Designee % &», M ?'f L-) /




' . OFFICE OF BRCAETARY OF STATE” - :
SLAFTE > A p p1 i ca t i on fo r DEPARTWENT OF ARCHIVES & IISTOII‘_ '7‘-\.", p“fE
RECORDS DISPOSITION STANDARD  yuconos wamscewear srvisor .

GEORG 1A

, - -
] , Applicetion Dare Hl#.ﬁ':“ﬁgf‘rwl_g- See weparate instructions for completion of [} FOR RECORDS MANAGEMENT DIVISION USE

“July 10, 1975

2 ll'-ncy A'ppurn.lcn Mo .
.

i ' Y Completed
front and reverse of thie form. Sign origimal and two copice Date Recalved Application Fo. Uate Complete

and forvard to Pepartment of drchives and History, Attention:

5600-0] Rl’cDPd'l-"B’lang"lB Officu', .l
. — . 2 ,
ACERCY, Divisicn, Subdivielon b Administering Office Addreas '

‘Department of Education, Office of Staff Services
Planning, Research & Evaluation Division
“Technical Information Center

AE 20 rs?rs 7S- :LOC,SEP 15 1975

Per.on te Contect

Dr. Anne Moughon

A 5 _Working Title tel. Mn.
Room 312, 156 Trinity Avenue . -
| s Y ] — Director 656-2571 -
T.ACTION REQUESiED
ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATION;
RECORD WILL CONTINUE TO ACCUMULATE. NO FURTHER ACCUMULATION ANTICIPATED.
B.Earliest & Latest 9.Exact Series Tltle
- —Dates of Series — : -
1o }#78 - To date Education Information Center Resource F11es N 3

10. What is the function of the office in which this record series is created?

The Office of Department Staff Services provides supportive services to insure smooth .
and efficient functioning of the Department of Education. These include administrative Sewicey
such as™personnel actions, purchasing and printing, Budget Services, Planning and
Evaluation Services, Management Information Services, Fiscal Services Publications
and Information Services Contracts, space allocation, warehousing, procurement and
supply, records and forms managenent stat1st1cs.

11.This file contains the following documents (1nc1ude form numbers and titles, if any,
and file arrangement).

Documents relating to maintaining resource material w1th1n the Technical Information Center.
pPoperbact bocks, monogrophs , and vepovis
*Inc1uded are articles; pamphlets—and-booklets on educationa1 topics which are “used for ~
reference by the Department and other Educat1ona1 Agenc1es

F11es are arranged by an ass1gned acce551on number
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) e ATTACH SAMPLES OF THE FILE ]
1 ? . EQUYPHENT NTIUPIEU No. of Drawers Cu. Ft. of necure-] ) . E:. 2f Drawverws Tu. P2 r Records
b ARNUAL IAT!- GF ACCUMULATION
] Letrer-stre File Bravers 24 36 6 9

Legnl-sityr Flie Dravers Fisor Space Occupied [Square Feet! LISl ML I IL Y
36
Laer Precetingfa:: tolorp
Year s Tear’e Year s N
AYFRATY UAILY RFFERFNTE

‘| Approximately 3,000 items 6 6 6 —

Form AR-tC-7)
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CPAGE 2.
.

QUESTIONNA:RE Flace an "x" in the proper c:u-n. If ansver I» "YES,” plesae expliin® # *V—--—— = YES -i.‘iron
13. Is this the Record Copy of the series? | f (x1 [ ]
1b. Is there a duplication of this series in another office or ageéncy? - 1 Ix]
15. Is the information contained in this series ever summarized or published? “Ix) (]

Attach copy of summary or publication. Recent acquisitions Tist _ .
16. Does the seriés contain classified infom’ation'requiring' s'écfurity handliné? ) 1 [X]
"17. Does the series initiate, amend or terminate agency p011c1es and proceduresq R N b J

18. Could the function be performed if the files were lost or destroyed? O h)mC{ [x] [ 1]
Aas mievo fidhe vesmaing twkact

19. Is the series (or major portion of it) regularly microfilmed? If yes, why? [ 1 [X]
20. Does the record series provide data as input to an EDP file? [ ] [X]
21. Does the record series contain documentation produced as EDP printout? ‘ [ 1 IX]
22. Has the Federal Government issued instructions governing the retention/dispo- [ 1 [X]

sition of these files?

rgode Will there be a need for these records 10, 15 years from now? If yes what? S S I ' 3

2k, REQUIREMENTS The follow1ng requlres the flles to be kept 10 ,‘}yeefejl

a.[JSTATE  b.[]STATUIE OF . [JAUDIT ~ d.[]FEDERAL  e.DJADMINISTRATIVE = 'f.[ JHISTORICAL
LAW LIMITATION PERIOD LAW DECTSTON VALUE
(Cite Law, Statute, or other reason for the retention requirement)

Reference value diminishes after ten years as new educational techniques are developed.

25. AGENCY RECOMMENDATIONS. This agency recommends that the file series be cut off at the end
of each -K/CALENDAR YEAR -[ ]FISCAL YEAR - [ JOTHER ,then:

Hold in the current files area * month(s)/ year(s): v
Transfer to [X] State Records Center [ ] Local Holdlng Area; hold 6 year( ):
Destroy. _ o .

Transfer to State Archlves for permanent retention.

Destroy immediately after cut-off.
Other: (Specify)

Then, return to current fﬂes area for purg'ing and destructwn of non- usab1e mater‘1a'ls.

X
XJ

Usable materials: Return to Educahon Information Center Resource Files,.

(Indicate briefly rationale for recommendations above/or write additional remarks):

- e x]
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;PGCUIu@ Mbnagemcnt Officer (Szgnature) Date -
‘ GNATUR
/Qﬁ 9 / ‘/ .75 QTHER REQI%RED SIGNATUY E? ﬁD;Cﬂ('EA_L1
126. Recommendatiohs |Agency Hemel/Designed U/X e
‘ in paragraph 25 Approved D1sapproved W(Jf 2y
: are: ate- Auditor/Designee _
Approved Disapproved \\ \\\ LWL Re W\ \\ . _ S YA
STATE RECORD Secr of State/Designee 1. .
COMMITTEE ed [ ] Disapproved éiw/wlﬁ /M 7-5-75
Attoygnby General/Designee m
Approved DisapprovedV” /t 4/) f G- // _7f



